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A new feature in ProcureAZ version 10.0 is added control over the role of AP Supervisor and the addition of AP 
location privileges. Because invoices submitted for payment must be approved by an Accounts Payable (AP) 
Supervisor, the security enhancement is to restrict the ability to add the role of AP Supervisor to a user profile to 
the Internal Administrator role.  If this configuration is not selected, then users with the role of Org Admin will 
also be able to add the AP Supervisor role to user profiles.  AP Users will only be able to locate POs and create 
Invoices for Organizations, Departments, and Locations for which they have AP user privileges. 
 
Configuring AP Supervisor Security Settings 

Login to BuySpeed online 
Switch to the Internal Administrator Role 
Verify that the current organization is the parent organization.  If not, switch to the parent organization.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Choose Administer Agency 
 
Select Document Settings tab, and Configure Document and Accounting Settings 
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Select the Documents Tab 

 
 
 
In the Invoices area, select Edit, then check the box next to Restrict AP user assignment to Internal Admin: 

 
 
Click Save and Exit 

 
 
Configuring AP user location privileges 
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Login to BuySpeed 
If not already in the Internal or Organization Administrator role, change to that role. 
Be sure you are in the proper Organization for the user profile you wish to modify.  
 
Choose Administer Agency 

 
Choose Department/Approval/Users 
Choose Maintain Agency Users 

 
 
 
 
 
Search for the appropriate user profile (you may search by first name, last name, user ID, or role) – be sure to 
choose a user who has the AP role. 
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Click the link to the user profile 

 
 
 
The section labeled AP Location Privileges shows all locations for which this user can create invoices.  To 
modify the AP Location Privileges, click the Edit button. 
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Select and Deselect the locations to enable and disable privileges for each location.   
 

 
 
To add additional departments and locations, use the drop down menu under the Department column to switch 
to a different department 
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If desired, use the Add All Dept/Locs button to enable privileges for all departments and locations in the 
Organization. 
 

 
 
If you make changes, be sure to use either Save & Exit or Save & Continue to commit the changes, or use 
Reset to clear the changes and remain on the screen. 
 
The Restore User Defaults button will remove all departments and locations except for the User Default 
Department and Location specified for the profile. 
 
The Cancel and Exit button will close the Maintain AP Location Privileges screen without making changes to the 
user profile. 
 


